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U JERTS hecords Fanagement

1, 4 review of the records management progras in the
2/T apea indicates that substantial progress has been rade,
fach major component has lassued s directivs estaslishing the
srogram and has designated an Area Regords M ficer to admine
iater ib.

2. Henrssentatives of he decords Fanagessnt Staff have
agaisted thase Area <ecords Diflcers in:

a, Jevsleoping records disposition programs,

1., iatablishing sche ules for the depnsit of
vital materials,

s, Installing filing sretems,

1, sreparing new and revised forms, und

e, “aweloping a reports menagesent prUogram,

4 separate area has been provided in the Center for thoss re-
nords which resulre specilal secarity measures. Thus, all reason-
able facilities have been provided whereby the Area Reoords Offi-
cers cin earry out 3 well integrated records minagremsnt program.

3, On 1 July 1956, the offices in your area had transfevred
16,971 cubic fest of records to the Agency cenisr, eguivalent to
vhe volume of 2,121 safe file cabinets costing over 665,000,

'his progress is significantj but there are s:ill over 50,000
cuble feet of recorus in office space in your area, Hany of these
should be transferred Lo the Agency records center, This can be
acconplished only by the Area Records Officers ensuring that the
records are retired in accordance with scheduloes that have veen
davelopad,

L. 1 tind that all of your 4raa hecords vificere perform
1helr work creditably; but because of other duties none of them
has been able to devote full time to records management, ihe
present acrangement for partetise assignment in OHE ana OBI is
satisfactory; howewer, the job ahead seems o Justify full time
ssstenmonts in 037, OCR, 00T, Oith and 00, e is the only Jffice
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+ith a recorda management of ficer position identified on the
Taile of Organisabion,

5, The Recomis Managewent staff will continue to asaist
each irea records officer as far as possible, ﬁmvﬁr, the am;-
cess of the Agency's everall records management ';}Waimmtima
B0 the extent of participation by the line orga aations.
e %ﬁr&e! of the Records Management Staff, mlﬁ’l app: -
clate an opportunity to discuss this aspect with you, ~slease
ne know alse if I can be of further assistance.
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